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Selling Yourself on Paper-The Cover Letter

Trang Aeu tho IA o glél thiju quE vé chénh théc cho chO nhén
toAng lai VA IuOn phéi O khi gdui bit cd resume (fiuu so viic
IAm) nAo VE A0 thodng IA phen AoUc A c Aeu tiEn nEn cO
thu cO sa khéc biit glea viic AoUc moi Aan pheng vin VA bé
logi. Vgy IAm cch nAo Au thu hyt chG nhén A ¢ resume cGa
mEnh? NEn ghi thOng tin nAo téi trang Aeu tho?

OO IA mOt VAi ceu hé&i quE vé phe| giéi Aop khi tian boac trEn
quéng Aodng tEm viic 18i. TO thOng tin nAy giyp hiuu ry cbe
déng trang Aeu tho khéc nhau vA phoc théo mOt si gU| E héu
'ch dOng thu hyt sa chy E cGa ngodi A c.

Thu HUt Ngusi DPoc

Ou’tlap con vai chO nhén, quE vé phéi soén théo  trang Aeu tho
sao cho ngAn g n VA thot hay. NGi dung, khOng IA bén sao cOa
resume mA phe| nEu bgt AoUc nhéng gE quE vé cO thu thac
hiin cho chG nhén. Rit khO viat mOt bac thg hoAn toAn khéc
biit cho mai cOng viic xin vAo IAm do AO nEn viat thot thOng
dyng. Theo cbch nAy quE vé cO thu téo mOt boc tho cOn bén
cO thu sao l&i cho mai chG nhén A ¢ no. OUng bao gid viat tho
mAu chi Au sao 1&i vA goui Al

Ty Gidi Thiéu theo Hai Céch

CO hai déng trang Aeu tho chénh: tho xin viic VA tho xin thOng
tin. Thu xin viéc nhAm Adn queng cdc viic IAm cy thu. Khi soén
théo tho nAy, cen phe| trEnh bAy sA loUc nheng ki nOng VA
thAnh t'ch th'ch hUp nhit cho nhu ceu ¢cGa héng. MGt si chG
nhen AE nghe sdU dung thugt  ngé hay ngOn ngé trong 16i
quéng céo Au trEnh bAy tit hAn.

Thu xin théng tin 1A ¢c®ng cu tidp thé dOng Au AoUc phéng vin
tU héng holc Au tré Ii vai mii quen biat qua tho tU. Phéi goui
nheng béc tho nAy sau khi quE vé Aé tEm hivu Adi chyt vE
AiEu quan tém nghE nghiip cOa mEnh VE thé trodng viic IAm
vA nhéng héng cu thu trong khu vac cO thu thuE ngodi.
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Tao An Tugng Thich Hgp

Bit ku quE vé géui déng tho nAo, Aium chénh IA AoUc mai Adn
phéng vin! Sau Aéy IA modi AiEu cen nha khi soén théo bit c6
déng trang Aeu tho nAo:

<> Viét thu cho céng viéc cain ngusi cy thé. KhOng cO kiuu tho
“dAnh cho m i troang hUp”. Mai cOng viic xin IAm AEu khéc
nhau. Cen sao tho Au cho biat quE vé Aop 6ng nhu ceu viic
IAm nho tha nAo. Chy E nhAc Aan viic IAm trong VAi ceu
Aeu tlEn Au ngodi A c biat AoUc quE vé muin xin 1Am cOng
viic gE.

> Mé té ky nding lién quan_ dén viéc |am. Cho biat quE vé Aé
IAm viic téi heng nAo AO trEn coAng vé cy thu khOng cO
nghEa IA ngodl Acs'hiuu sa I|En quan glea quE vé, cOng
viic Ae IAm VA viic IAm yEu ceu. O|Eu nAy héu ‘ch khi chi
ry sa I|En quan g|ea kinh nghiim v&i ki nOng VA trac tiap Al
chiau vai viic IAm Aang xin.

=» Gai ding ngusi. Cen géui tho cho nhén vot x6¢ Aénh trong
heng OiEu nAy Alc biit quan tr ng Aii vai tho xin thOng tin.
Nau choa cO Aeu mii tlap Xyc, nEn g i Aan VA xin tEn tudi.
VA nEn dOng diu phAy sau tEn g i - nho vgy s' thén mot hAn.

= Viét cdu ma dau hdp dcm Khi A ¢tho, m i ngodl thodng Ac
loat nGi dung. Nhéng céu Aeu tiEn thu hyt s& chy E - trEnh
bAy téi sao quE vé l&i 1A ngodl th’ch hUp nhit cho cOng viic
holic AE cop Aan AiEu mA héng quan tém - s' IAm chG nhén
tidp tuc A c tai.

=» Ghi nhing théng tin quan trong. H tEn Aéa chi vA si Aiin
thodi (ku cé si vOng) cOa quk vé phéi ry rAng dé thiy trEn
m i trang Aeu tho gai Ai. OO 1A AiEu Aeu tiEn ngodi A ¢ tEm
kiam khi muin liEn léc vai quE vé.

=» Dénh mdy va kiém tra chanh ta trang dau thu trudc khi .gai
di. Trang Aeu tho téo in toUng vE quE vé. Lai trong YoXo)
énh hooung Aén cbch chO nhén Adnh g|o quE vé. Nau tho
viat ry rAng vA chuyEn nghiip thE chG nhén s tin quE vé
coéng nho voy.
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Aeu tho VA N
quE vé n\:ﬁ Lizl;me nle."pgAtuE vgy h muin biat vE
cen thiat. NEn d 3 phéi A c qué nhiEu thOng tin o
hiju AumO té thAnh tt’UhCh(IShAnr“! ACng vA oy phdp e
hén trong mG ch cJa mEnh. Tho céng phéi v
hén trong mOtrang iy vA choa ba e v
i, ghé vE nGi dung Aoén vOn doai Aé 0én vOn
y 7 N . N v .
Aeu thoI T,&S(%:;%% va nhiét finh! Tiap sau res ’
COng vai viic mi::;nhhlt ﬁ)u 18 quéng ofo ménhutrpéi' tgrﬁng
A icm ~a I:Chk . A A ~||y.
- 2? céng phéi biuu IG tnh 06Chfgé|;U§uEEr~1h, trang Aed
iJ mét ban sao ¢l .. - ve.
N X a mdi trang da ~ .
g60i giyp tEm viic VA thc hi g dau thu dé gai. Tho Aé
g5i piyp tEm viic vA thic hln hoat Ang o u0n

= Yéu cau hoi dé
SR &p hay phéng va -
| X ] g van. Tra .
giyp AoUc phéng vin, do AO héy yéE%eAflrJ]:]ho dCng
- 0 vay!

Mr. John Waf
XYZ Electronics, Inc.
345 Circuit St.
Anytown, MA 12345

Dear Mr. \Waft,

the opening.

First paragraph __State the reason for the lefter, the specific position
or type of work for which you are applyind and in
source (p\ocement center, NeWs media, friend, ef

dicate from which re-
c.)you learned abouf

sted in the position, the
oyer. fyou are a recent
d makes you a quali-

second paragraph __Explainwhy you are intere!
company, efc., and what you can do for the emp!
graduate, explain how your academic packgroun
fied candidate. |f you have had somé practical work experience, point
out your specific achievements Of unique qualifications. Remember
—_do not copy information directly from your resume.

Third paragraph— Refer the reader to the enclosed resume O applica-
tion which summarizes your qualifications gnd fraining. (This can also
pe included af the end of the second porogroph.)

Final Pumgmph—-\nd'\cote your desire for a personal interview and your
flexibility as fo fhe time and place- include your pn
any assistance to help obfain @ speedy response.
mentord question o encourage @ response. For example, stafe that
you will call on a certain date tosefupan inferview.

one number and offer
Close witha state-

Ty Que :

. s .

udng Cdo cho Minh Trén Gidy - Trang Dau Th
au Thu

=» Nén ngé 5t s chG nhé
gén gon. MGt si chG nhén nhon AgoUc nhiEu t
C C U trang

Quyét Tam

NGi dung boc . .
N tho glé vai tré
AoUc mdi Aan phé ai trO quan tr ng t .
vé! Job S'e':?nhpheng vin. Vgy héy Auiéopl)qhgl:nun vng
Guide (Hoénc Journal (Nhot KE TEm Viic) RC vJ quE
QhAm kh6C nglajgré\/lat;r"{u SEU V||C LAm)’vAe:rl]ane i
Ogy Q0 (One-Stop g: . C {6 Trung Tém NghEelr\]lgm
AO cO nhi >lop Lareer enter) nA Nghie Nghiip
nhiEu gUi E viat vOn vA nhZ’ang )gél\clr,:ﬁg%z p:Am
; u hay.
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